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Upbeat, success-driven human resources professional with the completion of total 4+ years of
progressive experience in diverse HR and administrative roles, Strong track record of strategic and
operational management of employees targeted at achieving business objectives. Expertise
encompasses operational services, performance management, and recruitment and employee
relations.
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Nationally
Visa status
Gender
Marital Status

Language

21-Aug-1991
Nepal
Employment visa
Male

Single

English, Hindi
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[image: image5.png]Bachelor of Commerce  B.Com, Shankar Dev University (2010)

Intermediate Proficiency Certficate Level, Peoples Campus
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Recruitment & staffing
HR policies enforcement

payroll processing

Interviews conduction

performance review

New-hire paperwork / Documentation
Confidentiality maintenance

SKILLS

Adaptability

Decision making

Global mindset

Creative problem solving
Ability to work collaboratively
Communication skills
strategic thinking
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[image: image8.png]Department Human Resource
Designation Administrator —Recruitment
Job Duration September 10, 2014 till date





[image: image9.png]Handle HR related documentation and records for the recruitment.
Sourcing and pre-screening of the resume for the job portals and from internal data base and references.

Short listing the CV; then forwarding it to the particular departments and clients as per their requirements i.e. local recruitment
Arranging the interviews for the short listed candidates with the Delegates of the company.

Briefing the candidates about job responsibilities, salary and other facilities offered by the organization

Assist the selected candidates for joining the organization; apply for their health insurance card and the salary card

Assist human resource managers and directors during recruitment and induction procedures

Assist in preparing offer letters and contracts for the candidates who are selected.

Prepare the individual records; filing in  systematic way and handing over to the payroll team for the latest updates.

Create and maintain liaison with Overseas recruitment agencies.

Negotiate Contracts with External Advertising Agencies and Recruitment Agencies

Assist in performing background checks and reviewing reference.

Handle personnel and professional records of the employees.

Assist in reviewing and entering data from human resource documentation.

Assist in new visa processing.
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[image: image11.png]‘CO-OPERATIVE SERVICES SECURITY FUND LIMITED
Naxal Chardhungay, Kathmandu; Nepal

Office & HR Administrative Assistant

January 18, 2011 to June 05, 2014




[image: image12.png]Processing And Reviewing Necessary Paper Works For HR Department
Maintain Employee Files And Assist In New Hiring For The Particular Departments.

Maintain And Manage Quality Service By Following Organization's Standard

Maintain All The Office Systems Accurately In Accordance To The Prescribed Standard In Order To Ensure Smooth Functioning.
Prepare Monthly Records Checking All The Invoices And Relevant Documents In Co-Ordination With The Various Departments
Schedule And Verify Appointments And Meetings Of Directors And Managers.

Handle The Responsibilities Of Preparing Reports And Monthly Payroll Verifying The Necessary Documents Of The Employee
Responsible For Maintaining And Updating Documents To Higher Management Team.

Proper Interact With The Management Team And The Clients

Handle Delicate Situation, Such As- Client's Request, Special Needs And Complaints.

Monitoring Inventories, Office Stocks And Ordering Supplies As Required.

Perform Other Administrative Task As Assigned.






[image: image13.png]Effective communicator, attentive listener, patient and diplomatic
Knowledge of human resources policies, rules and regulations.

bty to answer HR related questions from employees and applicants.

Abilty to schedule meetings and processing meeting minutes.

Sincerely enjoy working with people, in person and over the phone.

In depth Knowledge of effective problem- solving.

Abilty to maintain and establish good relationship with employees and clients.

Abilty to prioriize work and meet the required deadiine on time.

Self-motivator, abilty to take initiatives with excellent time management skills.
Familiar with the principle and procedures of office management.

Possess excellent Knowledge of coordinating and organizing skills

Self- motivated and the abilty to work with litle and no supervision.

Strong organizational, administrative and analytical skills

Knowledgeable with computer Windows program (i.e. Word, Excel, PowerPoint, Internet etc.
Excellent verbal and written communication skills.





[image: image14.png]Advanced Computer Course (ACC), Megha Computer Institute, Kathmandu

HRM Training, Nepal Human Resources Management Training Organization, Kathmandu
Professional Banking Training, Everest Financial Training Centre, Kathmandu

145 Internal Traning EJADAH Asset Management Group






[image: image15.png]Personal and Work references can be made available upon request.





[image: image16.png]I hereby declare that the information furnished above is true and to the best of my
knowledge.
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Gulfjobseeker.com CV No: 1486830


Mobile +971504753686, +971505905010  


cvdatabase[@]gulfjobseeker.com


To contact this candidate use this link
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